
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY 

RECORDS MANAQEMENT DlVlSiON 
-~ ~ 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
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INSTRUCTIONS See Publication No. 76-RM-1 for instructions on completing t h i 5  form. Forword signed original to 
Department of Archives and Hi ory, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia. 30334, 
Attention: Schedulina Section. 7 i 

ruly 1 9 8 3 p  Date from Annual Renewal Listings 
I _._I- 

What is the function of me Division and the Office in which th is  record series is  created? i. Division d Office Function . .  ~. 

The Agents Licensing Division is responkible for the legal licensing of agents, a u k e l o r s ,  
brokers and adjusters fo r  a l l  classes of insurance by strict e n f o r m t  of the 
qualification requirements for a l l  applicants. 
The Cunputer Operations Section is responsible for batching and processing first-time 
license applications, renewals, certificate of authority request and annual l ist ings,  
-nation permits, permit renewals, bad checks, redeposits and refunds and 
balancing such w i t h  the Fiscal Department. The section also processes a l l  insurance 
examinations and issues and prints licenses, failure notices, pennits and letters of 
certification/clearance letters to agents applying for licenses i n  other states. 

- ____ p ~ _ _ _ ~ ~ ~ ~ ~ p ~ ~ ~ ~ ~ ~ - ~ ~  ~. -. . 

1. Record Series Description 

Documents relating to: 

T h i s  file contains the following documents (include form numbers and rir/es, if any): 
Attach samples of the file. 

the acceptance/or dedal of certif icate of authority annual 
renewal appointments for individual insurance ccmpanies. 

Annual Ckxquter Printouts of agents renwed or  not accepted 
for Certificate of Authority Powers 03cA0030 - R1 

.. 

lnduded are: 

n m i c a l l y - b y  , w u t e r  printout book numbers ., 
: . . .  

File is arranged: . ~ -. . ,.. .. S l ; . . ( ;  ; ~ , %  -* * :. ",'. . .  '. .Jv,..Y-. _-_~ . . - ... __ - ~~ - ~ ~~~~ ~ ~ ~ ~ - - ~ _ I ~  ~. ~~~~ ~ 

. .  

3. k n t h l y  Rderenocl Rate How often are records referred to which are: 

~ - ,  One to six months old -- 20 
tye'nty-five months and older-- 2 

Seven to twelve months old - 10 .. -; Thirteen to twenty.four months old -5- -~ ' 

7 --- .- ~- - ~ .- - ~ ~ ~ 

-.; Other (specify) -~ ~~ . ~~ ~ 

6 3. Annual Rate of Atcumulationof Records 
Letter-si~ drawers * Legal-size drawers - '----.-; Shelves ~ . 

_ c  . - .. , -  

I %  

_ _ - . _ _  ..-. - -.-l.-C -~- . -v_ .~ .~_~_- ._" -~  _ _  - .~~ -:=-- . . I .. -~ ~ -. .. -~ 
( O w )  .. _-__^- 
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a. 
b. 
C. 

State Law ---~-years. 0 1. Audit period 1 .-years. 

Federal law -.. ,* 0 ~.~~~-years. 

j ;~:~ 
Statute of limitation 2 * . -years. e. Administrative need ---_ ~---.yeats. _--- 0 ~.____ years. f, Federal retention instructions 

* See attached sheet 
Attach copy or excerpt of law. or regulations. Explain administrative need. 

Information i s  needed to verify receipt  of payments, and for reference i n  the event a certifj  
i s  not renewed i n  one year, but renewal i s  requested i n  a bubsequent year. Also used i n  the 
event legal  action is  init iated-against  agenfs who have not acquired the proper l icenses  or 
cer t i f i ca tes  of authority. 

I2 ADmved'Dispoiition Instructions 

. .  __ - ~- -~ -~ - , 

This agency recommends that  the file series be cut otf a t  thb end of each: 

0 Calendar Year; Kl Fiscal Year; 0 Other --. ~- ._____-then, 

a Hold in the cclrreht files area _. 6 -.-month(s) --c ~~ ~- . .year(,); then 
0 Transfer to local holding area, hold -. . . . -iear(s); then 
a Transfer to State Records Center; hold 2 1/'2_year(s); then a Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (SpecifyJ 

. .  

These instructions apply to al l  prior and future accumulations of the series. 

Dgte 
.__-Î &-__ 

State Records Committee iSignatumJ _-._ 

State Auditor/Designee 

Secretary of StaWDesignee 

~- ._ . - .- - ~. E - _ _ ~ _ _ _ ~ ~ ~  . . 

lecomrnendations in pera- 
raph 12 are approved. 
I f  diseppmmd, attach letter 
if explanation.) 

te 
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e m  l l b .  

i .  
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These f i l e s  can  be used i n  t h e  e v e n t  a persoil i s  charged w i t h  se - 
w i t h o u t  t h e  proper l i c e n s e s  or  a u t h o r i t y . '  The c h a r g e ,  a c c o r d i n g  

,i 

l i n g  i n s u r a n c e  
- .  - - t o  O.C.G.A.  

33-5-3, would be  a misdemeanor. Accord ing  t o  0. C .  G .  A .  17-3-1, t h e  s t a t u t e  
of l i m i t a t i o n  on a misdemeanor is  two y e a r s .  

( h e  above a l t e r a t i o n  t o  the s c h e d u l e  was made by Harmon Smith and C h a r l e s  
Saxon based  on a u t h o r i t y  g r a n t e d  t o  Harmon Smitl by t h e  Compt ro l l e r  G e n e r a l ' s  
r e c o r d s  o f f icer  Mickey Anderson i n  a t e l e p h o n e  c o n v e r s a t i o n  J u l y  30, 1985.) 

e 


